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objectivesN
.-

F
ollow

ing the G
uide. and having access to

resource m
aterial relevant

to the subject m
ater of a presentation, a 'm

eM
ber of the target

population w
ill be able to:

(1)
P

repare copy to be used on'a slide and elim
inate froM

that crpy excess w
ordage, inappropriate term

inolbgy, and
-gram

m
atical errors.

12/ S
elect appropriate photograpO

s to be used as slides.
(3)

preparesatisfactory rough {ketches for slides.
(4)

P
rovide the artist w

ith' inform
ation essential to prepaiing

"I cam
era-ready art.

_ -

trainee P
opulation

1.
P

rofessional and technical personnel w
ith'a college degke

. w
ho have been in the P

ublic H
eal* S

ervice. at least three
years; have had at least one course in the use of training
aids, and have. either observed or participated ino the
preparation of a presentation w

ith slides.

2.
O

ther persons w
ho m

ust design slide's for a form
alpresen-

tation and w
ho have either observed or participated ,in a.

presentation -w
ith slidei.

;

J

.Individualization P
rovided

T
here is no tim

e lim
it; each student m

ay proceed at his ow
n rate.

-A
student-m

ay skip portions of the G
uide not relevant to his needs.

a

A
pproxim

ate T
im

e

N
o tim

e lim
it im

plied.

R
estrictions and Lim

itations
-

A
- inr;cin using this G

uide m
ust have norm

al or corrected vision, be
able to identify and correct gram

m
atical!antl sim

ple m
athem

atical
errors;

be a technical
expert

in
the subject

m
atter' of

the
presentation; and be able to draw

 diagram
s and sim

ply pictorial
illustrations.

T
he G

uide does not cover:al

(1)
the rules of pictorial com

position: i.e. the use of balance,
contrast,.and perspective.

(2)
the points' in a presentation w

hich.should be illustrated.
13)

the m
ost effective w

ay to illustrate a point.
(4)

projected vjsual aids' other than 35 m
m

 doublefram
e

slides.

R
esults of F

ield E
xam

ination see inside back cover
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now
 to use this guide

T
his

G
uide

is designed'to be used each tim
eyou w

ant to illustrate
m

aterial in a fO
rm

al presentation w
ith 35 m

m
 doubtefram

e slides.

A
fter you have prepared an outline of your speech and have selected

the points that need illustration, you have to decide w
hich form

at
to use in each instance

copy (w
ritten m

aterial) only, draw
ing,

photograph, or a com
bination of these.

T
his

G
uide

provides a,,step-by-siep P
rocedure for ex") form

at:F
or

instance, if you w
ant to design a slide w

ith copy only,you w
ould go

through ,a different procedure than that for a slide w
ith photograph

and copy. If yod read the steps carefully and follow
 all instructions,

this
G

uide
should prove effective in helping you plan illustiations

for your presentations.

a



introduciion
T

he use of visuals w
hen m

aking presentations is becom
ing'

increasingly popular. G
ood visuals help to dem

onstrate and
clarify/ your .ideas as w

ell as .retain the interest of the
audience; poorly designed visuals have the opposite effect.

A
 good visual has certain basic qualities:

E
rror free

T
he visual should contain no m

athe
m

atical or gram
m

atical errors.

O
ill be accurate and legible, and (2)how

 to ensure that the
rough sketches for the visual W

ill be interpreted correctly
by the artist w

ho w
ill produce cam

erareqdy art.

o
A

 procedure for,overcom
ing those problem

s and designing
.good 35 rim

 slides is set forth in this G
uide in steP

),bystep
instructions. In general, the proceciure,requires thai":Y

du:

(1) decide hoW
 to ,present the inform

ation on each
slide; then carefully exam

ine the w
ay the inform

a
Lion is presented;I

(2) produce a rough sketch of each slide;

2.
Legipitty

T
he visual should not be overcrow

ded
w

ith copy andiorartw
ork.

3.
P

roper U
se O

f C
olor

W
hen color is used for

identification purpotes,
it M

ust be the correct
color.

T
here are'tw

o general problem
s faced by people w

ho design
(.1.) how

 to etrisure that the contents' of the visual

o

.

(3) m
eet w

ith, an artist to discuss the rough sketches;

(4) check the copy and artw
ork the artist produces;

check the finished slides for legibility.

I



0

definitions
of

term
s

A
s you proceed

fam
iliar to yoU

.
definitions caref

Irtw
ork

C
am

era-reiady

C
opy

F
orm

at/Layout

Libels

through this G
uide, you w

ill find several term
s used that m

ay.not be
T

o be certain that you understand the,terrninology,,read the follow
ing

idly before using the G
uide.

i
0

4.
6

anything (other. than copy? to appear on a slidaithat m
ust be draw

n
or

painted, such as lines and circlee as w
ell as realistic or cartoon

draw
ings

artw
ork and/or copy that is in its final form

 and w
ill be photographed

to m
ake the finished slide

w
ords; letters, or num

bers

arranA
rent of the elem

ents (copy an'd/or artw
ork?

on the slide

copy w
ith arrow

s or identifying lines pointing to specific areas of
artw

ork or photographs

R
ough S

ketch
a quick rendering of the proposed layout in w

hich color, illostratjons,
and copy appear appro"xim

ately at they w
ill orr the finished slide

4
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1,

'1/4

aw
eyou

already
decided

w
hich

points
:in

7-our

presentation
you

need to
illustrate? .If

not, do
so now

.
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designyig slides

S
E

LE
C

T
IN

G
A

 W
A

Y
 T

Q
P

R
E

S
E

N
T

 T
H

E
 P

O
IN

T

I:
W

hen designing slides, you w
ill need several item

s
to

m
ake the rough sketches lum

p w
hich the artist

prepares
cam

era-ready m
aterial. A

ssem
ble tim

e item
s

now
:

a pad of scratch paper
.

pencils O
itli erasers

-colored pencils,(if youT
 slides w

ill thquiie color)
-a ruler
-copies'of the SIC

liT
erl FO

R
M

-
Y

ou w
ill find a sam

ple Skitch Form
 in the back

of this booklet. C
ount the num

ber of points
you

w
ish to illustratei and 111:ike several

m
ore copies

of the Sketch 'Form
 tlian'the num

ber of points
you have

to
illustrate

O
ise any 'duplicating

ym
acla hie of draw

,,thcm
).

2.
'H

ie first step
n designing any slide is to form

ulate
your reason f

it: that is, to state the idea. you w
ant

the slide'lp illustrate or w
hat effect T

on w
ant it

to have
on the audience.

'root ul consideration osf your m
aterial

at T
his point w

ill
m

ake all subsequent steps easier.

4

N

0

.

k.

4
tit

srI

A
lk



S
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LE
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T
IN
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 W
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N
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 T
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 410tN

T
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For each point you w
ish to illustrate, do the follow

ing:

O
r.r
A:

A
.

W
rite a descriptive paragraph that.includes

v411.

your reason or need for the slide

.
r

.
r--....

a.thttm
egsary -item

s, parts, colors,-etc. tharm
ust

be included in the slide
.

-

.
a

B
.

C
heck reference in :m

edal N
th., be certain.

your
,.statem

ents are v:1110111(1 ust-todate.

,`

I

E
xam

ple from
 a presentation on w

ater pollution

4.1

1/4
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i
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t
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purify
i
t
.

I
 
w
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t
i
e

s
h
o
w
 
f
i
l
t
r
a
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i
o
n
 
b
e
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o
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1
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o
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g
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g
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i
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'
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f
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w
a
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r
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a
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d
 
w
h
a
t
 
h
a
p
p
e
n
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t
o
 
t
h
e
,
 
i
m
p
u
r
i
t
i
e
s
 
i
n

t
h
e
 
w
a
t
e
r
.

.
r.A

E
xarim

le-from
T
A
s
e
n
t
a
t
i
o
n

on m
alnutrition

w
a
n
t
 
m
y
 
a
u
d
i
e
n
c
e
 
t
o
 
s
e
e
 
t
h
e
 
c
h
a
r
a
c
t
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d
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e
n
c
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o
f
 
V
i
t
a
m
i
n
,
A
.
I
 
w
i
l
l
w
a
n
t

t
o
 
s
h
o
w
 
a
 
d
i
a
g
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a
m
 
o
f
 
a
 
n
o
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m
a
l

e
y
e
 
s
h
o
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n
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d
a
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s
l
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e
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d
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o
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a
n
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e
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r
e
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i
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f
l
n
t
h
e
d
 
t
i
s
s
u
e
 
a
r
e
a
.
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3.
N

ow
, choose one of your points and exam

ine 'tit
descriptive paragraph:

isyo.

there a 'generally Ike9epted foxm
lit"L

fper,iitescm
ing

thisr4e?
or-

A
rc

M
att

tit
other effective form

ats for presenting
it? (See chart below

 for som
e general suggestions.)

W
rite dow

n the possibilities if,there are several.

T
Y

P
E

S
 'O

F
 F

O
R

M
A

T
S

3,

M
A

T
E

R
IA

L
T

O
 B

E
ILLU

S
T

R
A

T
E

D

-C
O

P
?

O
N

LY

P
IC

T
O

R
IA

L
A

R
T

W
O

R
K

 W
IT

H
C

O
P

Y
 O

R
 LA

B
E

LS

N
O

N
P

IC
T

O
R

IA
L

A
R

T
W

O
R

K
 W

IT
H

C
O

P
Y

,

A
R

T
W

O
R

K
O

N
LY

.
.

eH
O

T
O

G
R

A
P

I4
W

IT
H

 O
R

 W
IT

H
O

U
T

C
O

P
Y

 O
R

 LA
B

E
LS

.
S

T
A

T
IS

T
IC

A
L

M
A

T
E

R
IA

L

.

.,---
P

ictograph
4

.
.

'

B
ar G

raph.
.

P
ie C

hart
Line G

raph
S

tatistical
T

able
..

P
R

O
C

E
D

U
R

E
S

 O
R

A
B

S
T

R
A

C
T

 ID
E

A
S

.
.

Linei of
P

ictorial
copy

exam
ples

w
ith explana

tory copx
<

F
low

 C
hart

S
chem

atic
D

iagram
P

ert C
hart
C

G
antt C

han
.0,

O
B

JE
C

T
S

 O
R

A
R

E
A

S
C

ross section,
side view

, or
entiretbject
w

ith !libels
or copy

M
ap w

ith copy
. or labels

W
,,.

C
ross il-ction

...w
ide view

, er
""""entire object

t

P
hotograph of

obiect or area
w

ith or w
ithout

copy or labels

S
tatistical m

aterial Illustrated by pictorial form
s that can vary nize. C

olor, or num
ber to indicate change (e.g.,

various sites of bastrets or w
heat

to show
 grain P

roduction).

4
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4.
From

 w
hat you' know

 about your audience, w
hich of

the forniats you listed w
ould best com

m
unicate the

point to them
? (For exam

ple, to illustrate statistical
m

aterial to a young audience,
you w

ould select a
pictograph, perhapi w

ith cartoon .figures, instead of
using a line graph or'stalistical table.)

Jut° w
hich of the follow

ing categories does
your w

ay
of presenting the point fall?

(a) copy (w
ritten M

aterial) only
to Page 6.

(b) R
ealistic draw

ing or cartoon draw
ing and.line.S

of copy (w
ritten m

aterial) G
o to Page 10.

N
s.

(c). R
ealistic draw

ing or cartoon draw
ing acrd

copy labeling the draw
ing w

ith or w
ithout a

title G
o4o Page 20.

,

(d) N
onpictorial draw

ing and copy w
ith-. r

't
out a title.

r--

(e)

D
iagram

 A
li copy

B
ar chart or pie chart w

ith copy
T

able w
ith

copy.
G

raph w
ith copy

M
ap w

ith copy

G
o to Page 20.

Pictorial or froirpictotial draw
ing; no

copy
except for title G

o to B
agere 28.

Photograph w
ith or w

itholit C
opy G

o t2,,-
Page 32.

A

yr

N
."



P
R

E
P

A
R

IN
P

S
K

E
T

C
H

E
S

IC
O

P
Y

 O
N

LY
)

1.
R

ead over the descriptive paragraph to review
 the item

s
that m

ust be included in the slide.
-

O
n a piece of scratch

paper w
rite out the copy: don't

include d title at T
his point.

R
evise as follow

s: --

1

M
ark out any inform

ation not essential to die.
point.

-

N
iake the w

ording,as sim
ple and concise as you

can.i.(R
em

em
ber, the slide is an "aid";

you w
ill be

verbally explaining it)
4.

3.
A

re there any technical term
s w

hich a large num
ber of

persons in the audience C
ould,pot define?

-

Y
E

SC
hange the technical

tent's io lay term
s

T
hen continue.

N
O

 C
ontinue.

41

a

E
X

A
M

PL
E

: A
udience consists of the general 'public.,



O
.PR

E
PA

R
IN

G
 SK

E
T

C
H

E
S

(C
O

I?Y
 O

N
L

Y
)

4
.

A
re there any lay" term

s w
hich

w
ould insult a large

nuihber of persons in.the audience?

Y
E

S
C

hange to appropriate
technical term

s

N
O

C
ontinue.

4.,

E
X

A
M

P
LE

: A
udience

consists of m
edical doctors.

A
;

C
IIE

C
K

 for m
athem

atical
or gram

m
atical errors now

.

6.
R

ew
rite thetopy, if

necessary. allow
ing a m

axim
um

of six w
ords per.line. H

ow
e

m
any line° are there?

'S
E

V
E

N
or few

er op to S
tep 8..

M
O

R
E

than sevenT
oo m

any for
one slide. 5/

C
ontinue.

7.
Is there an appropriate place

to divide the copy so
that each part has

seven
few

er lines? T
ry grouping

related item
s and divide betw

een
the 'groups.

Y
E

S
 M

ark the division (each
division w

ill be
developed.as a separiste slide)
G

o to S
tep 8; com

plete the procedure
for

each division of copy.
-

-r
N

O
 T

ry revising the
copy toseven lines or

few
er. If you succeed,

go to S
tep 8; if

not: return to P
age

-S
tep 3. and se

m
other \vtay to present thepoint:

O
ne -

slide

one
slide



P
R

E
P

A
R

IN
G

 S
K

E
T

C
H

E
S

 (C
O

P
Y

 O
N

LY
).

8.
Y

ou'll need, the follow
ing things to do- the rough

sketch that you w
ill subm

it to the artist:

-9.

the prepared copy
copies of the Sketch Form
a pencil
a typew

riter
s.

W
ill the slide, need a title?

Y
E

S.- C
ontinue.

N
O

G
o to Step

10.
C

om
pose the title and type it near the top of the

6" x 4" rectangle on the Sketch Form
:

IF the title has m
ore than lour w

ords, use both
upper- and V

ow
ercase letters

IF the title has four or few
er w

ords, you m
ay

,
use uppercase only.

8

I
S
S
T
s
1
C
1
1
0
.
5

G
E
N
E
R
A
L

0
4
.
1
1
.
A
L
 
C
O
W
*

A
I
D
S

C
h
a
n
g
e
s
 
t
h
e
 
P
a
t
i
e
n
t
 
M
a
y
 
N
o
t
i
c
e

A
...../77-4-`^1.101C

111P
A

S

N
O
.

C
O
N
E
S



P
R

E
P

4R
IN

G
 S

K
E

T
C

H
E

S
 (C

O
P

Y
.O

N
LY

)

11.
T

Y
PE

 the copy,double-spaced in the rectangle'of the
Sketch Form

tab

12.
have you designed a slide for

every one of yoar
points and/or divisions of copy?

Y
E

SG
o.to Page 50, Step 1.

N
O

R
eturn to Page 4 and repeat the design
procedure for each rem

aining pO
int.

'

0
7

4
.

R
e
l
a
t
i
o
n
 
o
f
 
H
o
u
s
i
n
g
 
t
o
 
H
e
a
l
t
hr

Q
u
a
l
i
t
y
 
o
f
 
h
o
u
s
i
n
g
 
i
s
 
s
o
r
e
t
i
n
e
s
 
u
s
e
d
 
a
s
 
a
n
 
i
n
d
i
c
a
t
o
r

o
f
 
t
h
e
 
o
c
c
u
p
a
n
t
'
s
 
h
e
a
l
t
h
-
r
e
l
g
t
e
d
b
e
h
a
L
i
o
r
.

9
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P
reparing a R

ough Layout

I.
,R

ead over the descriptive paragraph to get a m
ental

picture of the am
ount of copy and artw

ork.T
hen,on

a sheet of ' scratch paper, block out areas for the
artw

ork and copy. Y
ou

m
ay try several before'. you

.decide on one

If you are unsure w
hich

arrangem
ent is best, select

one anyw
ay and develop it into m

rough sketch.
Later ,

you can ask the artist to m
odify the arrangem

ent as
he sees fit.

2.
W

rite out the copy; don't include a title. R
evise as

follow
s:

M
ark out any inform

ation not essential to the
point.

M
ake the w

ording as sim
ple and concise

as you
can. (R

em
em

ber, the slide is an "aid"; you w
ill

he verbally explaining it)

10

41,
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3.
A

re there any technical term
s w

hich
a large num

ber
of persons in the audience could

not define?
.

Y
E

SC
hange technical term

s to
m

ore fam
iliar

lay term
s

T
hen continue'

.
N

O
C

ontinue.

/.

4.
A

re there any lay, term
s w

hich w
ould

insult a large,
nunT

her, of persons in the audience?

Y
E

S C
hange the lay term

s
to appropriate

technical term
s

-

''fhen
co tinue.

N
O

C
ontinue.

e

1>

E
X

A
M

P
LE

: A
udience consists of the

general public.

5.
C

H
E

C
K

 for m
athem

atical and gram
m

atical
errors

.
now

.

E
X

A
M

P
LE

: A
udience

consists of ined.cal doctors.

°Sr%

e

11
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 C
O

P
Y

 IN
 LIN

E
S

6.
W

ill the A
R

T
W

O
R

K
 T

A
K

E
 U

P H
A

L
F O

R
 M

O
R

E
 of

the slide?

Y
E

SC
ontinue.

N
O

G
o to Step 9.

7.
R

ew
rite the copy, if necessary, allow

ing a m
axim

um
of six w

ords perline. H
ow

 m
any lines are there?

T
H

R
E

E
.

or few
erG

o to Step 11.,

M
O

R
E

than threeT
r o m

any for oneslide.
C

ontinue.

8.
Is there an appropriate place to divide, the copy so
that each part has three or few

er lines?
,

Y
E

S M
ark the division (each division w

ill be
i

developed as a separate slide)
T

hen go to*Step 11.

N
O

T
ry revising the copy to three or few

er
lines. If you succasd,. go" to Step 11; if
not, return to Page 4 and select another
w

ay to present the pbint.

N
O

T
E

: T
he_ size and com

plexity of the artw
ork is the

deciding, factor for the m
axim

um
 am

ount of copy
c

to use. W
hen in doubt, use L

E
SS copy.

12
.

.r
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9.
R

ew
rite the copy, if necessary, allow

ing
a m

axim
um

of six w
ords per line. H

ow
m

any lines are there?

FO
U

R
or T

ew
erC

o to Step 11.

M
O

R
E

than fourT
oo m

any for
one slide.

C
ontinue.

10.
Is there an appropriate place to divider the

'bopy,,a
that each part has four orzfew

er lines?

Y
E

Sgark the division (each
division w

ill, be
developed

as
a

separate
slide). T

hen
:

continue.

14fi,T
ry revising the

copy to four br few
er

.1.
lines. If you succeed,

go to Steep
; if

not, return to Page 4 and select anothet
w

ay to present the point.

i" N
O

T
E

: T
he size and

com
plexly of the artw

ork is the
deciding factor for the m

axim
um

 am
ount of copy

to use. W
hen ip doubt, use L

E
SS copy.

one
slide

t
l

I

aZ
etiC

ie4

k

of.
-241,20

a"it""

7.4490.44.44,v
-

ifeict.; dat,re.
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11.
M

ake a rough sketch of the artw
oik show

ing
only the

essential details. W
as the

copy divided?

Y
E

SC
ontinue.

N
O

-7-G
o to Step 14.

Jt.
.

,
i

,t'
12.

C
ould the .sam

e artw
ork bC

 used w
ith both

divisions
\

of the copy?
;

Y
E

SG
o to Step '14..

N
O

C
ontinue.

13.
M

ake tough sketches of the illustrations for
each

division of copy so that only' the essential details
show

.

14.
Y

ou'll need the follow
ing things

told() the rough
sketch that you w

ill
subm

it.to the artisj:

the prepared copy and rough
artw

ork
.

copies of the Sketch Form

p

14

a
D

a pencil
colored pencils.
ai ty ) w

riter

44"".%
.s,

.

V
A

.

4:11,..A
4 :1,44

ti
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15.
W

ill the slide need
a title.

I

Y
E

S
C

ontinue.
.

N
O

G
o to S

tepJ 7.

t.

(40

16.
C

om
pose the titre and

type it near the lop of the
6" x 4" rectangle

on-the S
ketch F

orm
:

3

.
IF

 the title
:m

om
- than fotrr.w

ords.-use.both
upper and low

ercase letters

1,17
it has four

or few
er A

 rds,
you M

ay use
uppercase only

c-

4

a
.

a

.40

4
0

B
l
o
o
d
 
C
i
r
c
u
l
a
t
i
o
n
 
t
o
a
 
H
a
m
e
l
 
H
e
a
r
t

n
o
e
s
 
.

l
e
?

%

i
1
 
F
E
:

n
O
.
;

o
r
I
E
S
:



***L

P
IC

T
O

R
IA

L A
R

T
W

O
R

K
 A

N
D

 C
O

P
Y

 IN
 LIN

E
S

17.
Flow

 m
any illustrations did

you prepare?

O
N

E
R

edraw
-the sam

e rough illustration neat-
.,

ly in the 6" x 4" rectangle of the Sketch
Forth, allow

ing spacejor lines ofcopy. If
there are-oreas of critical color, shade
lightly w

ith appropriate colored pencils.
[N

O
T

E
: A

 critical color is a color that
m

ust appezir a-certain :w
ay in order for

the slide taillustrate the point.]

T
W

O
R

edraw
 each rogh 4fflustration'neatly in

the 6" x 4" m
angles of sdparate.Sketch

Form
s. If there are areas of critical color

shade 'lightly w
ith appropriate colored

pencils. [N
O

T
E

: A
 critical color is a

color that m
ust appear a certain w

ay in
order

foi
the

slide to
illustrate

the
point.]

03.-N
.N

,

4
.

.
.

is:
A

re there any areas. of.clitica I color (shaded)onyour
sketches?

Y
E

S In the space hiliceled, "C
ritical C

olor" on
acit Sketcli For4 w

rite a description of
4

.
each shaded ara; lO

ve a
space after-e.ach

\
'

description

C
,L

 16

N
O

-- continue.
A

.
\

,.......^;."`",,

t yr kV

4111 A
t

r
is

I.A
4,41,41(A

C
/Z

06 tf.t,P
4A

,X
,
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W
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R
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A
N
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O
P

Y
 !N

U
N

E
S

.

19.
Should .the artist prepare the artw

ork
exactly as you

have indicated?

Y
E

S W
rite

"Prepare
artw

ork
exactly

as
show

n " in the spare labeled "G
eneral"

on they Sketch Form
. T

hen go to Step 21.

N
O

G
ive the artist an idea of how

you intend
to use (he slide and, if possible, the
predom

inant audience level (age
group,

sex, education)

4

20.
W

ill the artist' need visual aids?

c

Y
E

SPrepare the aids osfollow
s:

(a) L
arge oi;je-cts:, ht bl w

iih
your nam

e.

(b) Photdgraphs: num
ber.

(c) Sm
all aids: put into a large envelope

on w
hich you've w

ritten your flam
e.

)

In
the spec labeled

"A
ids" on the

Sketch Fo m
, w

rite w
hat each aid` is and

w
here the artist can find it

N
O

- -C
ontinue.

(N
IT

S
 C

V
S

I,S

t.E
M

IV
.1

(2
-aucLe.

aC
.ain-x.

S I
jqoot

%
V

'

SISM
I IO

N
S

G
IM

IS
A

t

C
H

U
G

S M
C

* alL
as, a42.44.06

.reeS
e.<

!--"-
.

'

A
l S .9.41C

t4,2/614,4:4 a.toe,
re -

efdt.2.77C
, L

4e-tA
e..40(..,

.17
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f
.

A
L

21.
the appropriate .eppy-tiliii'N

e:spa4ri:d, .in the
1-ettanglelot `the-Sketch'Iti4(r:A

cii-ii1411*
,the copy

,,

v:?as..clivided)':..
.:-...-V

:-.!!:":
.

..
1.

118

fl

O

A

B
e
l
o
w
 
i
s
 
a
 
c
r
o
s
s
 
s
e
c
t
i
o
n
 
o
$
 
a
 
n
o
m
a
l

a
r
t
e
r
y
:
.
,

B
e
l
o
w
 
i
s
 
a
 
c
r
o
s
s
 
s
e
c
t
i
o
n
 
s
h
o
w
i
n
g

d
o
K
e
n
o
t
a
t
t
v
e
 
C
h
a
n
g
e
s
:
,

S
e
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22.
H

ave you *signed
a slide for every one of

your
points aid /or divisions ofcopy?

Y
E

SG
o to Page 49.

N
O

R
eturn to Page 4 and

repeat the design
'

procedure for each rem
aining

point.

14

ti



P
IC

T
O

R
IA

L O
R

N
O

N
P

IC
T

O
R

IA
L A

R
T

W
O

R
K

Irtl.C
O

P
Y

 O
R

 LA
B

E
LS

1.
R

ead over the desciiptive paragraph to get a m
ental

picture of the artw
ork and copy or labels. O

n a` piece
of scratch paper, draw

 the basic hnes of the artw
ork

in'pencil; add only essential details.-41

2.
W

rite in the copy; do nO
t incitle,a tide at' this point.

i
If you are ,using labels, draw

 the lines or ar-ow
s

4.4
carefully, being.certain, they point to the appropriate
di-ea in tkr artw

ork
a

3.
R

evise the copy as follow
s:

'

20

M
ark out any inforination not !essential to the

point,

M
ake the w

ording as sim
ple and concise as

you
ca nr.

0

A

4

card is

funclus

longitudinal
circular

400

&
gpi

3oa,

N
um

ber
of C

ases
R

eftor'C
r.ci

tooo.,
,gm

..4
04116%

.1)
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T
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L
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R

'N
O

N
PIC

T
O

R
IA

L
 A

R
T

W
O

R
K

W
IT

H
 C

O
PY

 O
R

 L
A

B
E

L
S

4.
A

re there any technical term
s w

hich a large num
ber

of persons in the audience could not define?

Y
E

SC
hange the f&

hnical term
s to lay term

s
T

hen continue.

N
O

7C
ontinue.

M
IS

5.
A

re there any la
ferm

i w
hich w

ould insult a large
num

ber of persons in the audience?

o
Y

E
SC

lninge them
 to appropriate technical

term
s

T
hen continue.

E
X

A
M

P
LE

: A
udience consists of the general public.

0,-

10,000.

spot).
Incom

e
Lt.coo._

.D
ollars

crab )
or

or the.
S

m
og C

ity
R

es+
 of S

tate

E
X

A
M

PL
E

: A
udience consists of statisticians.

Incom
e

i
n

-
.
4
p
o
o

D
ollars

2
p
o
o

N
O

:-C
ontinue.

6.
C

O
R

R
E

C
T

 any m
athem

atic:di or gram
m

atical errors
now

.

10,000

ik000

6p00

-fior
for t6e

R
est of S

tate.

21
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7.
flow

 m
any w

ords and num
bers'are there?

30
or few

erG
o to Step 10.

M
O

R
E

than 30T
oo m

any for.one slide.
C

ontinue.
,

8.
Is there an appropriate place to divide the

copy so
that each part has 30 of few

er w
ords and

num
bers?

9
.

22

Y
E

SM
ark the division .(each division w

ill be
,developed as a separate slide)
T

hen continue.

N
O

 - T
ry revising the

, copy to 30 or few
er

w
ords and num

bers. If yO
u succeed,go to

Step 10; if not, return to Page 4 and
select another w

ay to present the
point.

B
ecause the copy w

as divided, the artw
ork

m
ay now

be inappiopriate for both divisions of the
cops/.

N
O

T
 A

PPR
O

PR
IA

T
E

R
edraw

 the rough artw
ork

so
that

there
is an appropriate

illustration or diagram
 for each

division of copy; then w
rite

the copy that goes w
ith each

illustraiion or diagram
.

A
PPR

O
PR

IA
T

E
you w

ill use the
ar4ork

w
ith

both divisions of copy; contin-
ue.

4

A
nterior

M
r
t
a
n
V
o
-

occipital m
em

brane

A
pical dental ligarn

A
nterior arch of at las

E
pistropheus

P
osterior

longituN
inal lig.

Invertetiral
A

brocartiles
A

nterior
longltuclinalligam

ent

S
pinet C

anal
O

ccipital bone of skull
ff./

1041/3..e.-

A
u/

F
in+

 atlanto-
occipital m

em
brane

(11110 4
P

osi.
a

arch

tram
/

1
asto.

i

llitift,
ill.frp '.4.411 j

N
uchal ligam

ehi-
.

iiiiim
aft'il F

laval ligam
ents

Illinelm
....illinsi

Inhrspinous
ligtm

cnh
S

upraspincius
ligam

ents
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10.
Y

ou'll. need the follow
ing things to do the rough

sketch that you w
ill subm

it to the artist:
1

the prepared
copy and rough artw

ork
copies of the Sketch Form
a pencil
colored pencils
a typew

riter

4

a

I %
S

T
R

IA
:T

IM
IS

C
E

N
T

R
A

L

C
R

IT
IC

A
L C

O
LO

R

A
I D

S

a

23
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T
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R
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R

N
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P
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L A

R
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K
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P
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E
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11.
W

ill the slide need a title?

Y
E

SC
dntinue.

a

N
O

G
o to Step 13.

12,
C

om
pose the ,title and type it near the top of the

6" x 4" rectangle on the Sketch Form
.

IF the title has
m

ore than
four w

ords, use both
upper-- and low

ercase letters

IF it has four or few
er w

ords, yotrm
ay use

uppercase only.

13.
D

id you revise the artw
ork because the copy w

as
divided?Y

E
SR

edraw
 each piece of artw

ork neatly in
the rectangles of separate Sketch Form

s.
Shade areas of critical color lightly w

ith
appropriate colored pencils. [N

O
T

E
: a

critical color is a color w
hich m

ust appear
a certain w

ay on the slide in ,order to
illustrate the point.]

N
O

tedraw
 the sam

e artw
ork neatly in the

6".x 4" rectangles of each Sketch Form
.

Shade areas of critical color lightly w
ith

appropriate colored' pencils. [N
O

T
E

: a
critical color is a color w

hich m
ust appear

a certain w
ay on 'the slide in order to

illustrate the point.]

24

eR
e
p
o
r
t
e
d
 
C
A
S
O
%
 
O
f
 
B
a
t
 
R
a
b
i
e
s

4

tam
4

T
Y
P
E
:

N
O
,
1

C
O
P
I
E
S
:



-s
'

P
IC

T
O

R
IA

L O
R

 N
O

N
P

IC
T

O
R

IA
L A

R
T

W
O

R
K

W
IT

H
 C

O
P

.Y
iO

R
 LA

B
E

LS

14.
A

re there any areas of critical color (shaded) on
your

Sketch Form
s?

Y
E

SIn the space labeled. "C
ritical C

olor"
on

each Sketch Form
, w

rite a description of
each shaded area; leave a

space after each
description

N
O

C
ontinue.

15; Should the artist
prepare the artw

ork exactly as you
-have indicated?

Y
E

S W
rite

"Prepare
artw

ork
exactly

as
show

n" in the space labeled "G
eneral"

on the Sketch Form
; then go to Step 17.

N
O

G
ive the artist an idea of how

you intend
to use

the
slide, and, if possible,..the

predom
inant audience level (age gioup,

sex, education)

IN
ST

R
U

C
T

IO
N

S

aN
E

R
A

L

C
R

IT
IC

A
L

 C
O

C
O

R
, atm

-, .2.614/scoG
 G

taccrx. -

(144c4, .4.42d-cce, ege.A
,-,A

zz,L
 -
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R
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L A

R
T

W
O

R
K

W
IT

H
 C

O
P

Y
 O

R
 LA

B
E

LS

16.
W

ill the artist'need visual aids?
.

1Y
E

SPrepare the aids as follow
s:

(a) L
arge objects: label w

ith your
nam

e.
(b) Photographs: num

ber.
(c) SM

all aids: put into a large envelope
on w

hich you've w
ritten your nam

e.

In
the

space
labeled

"A
ids" on the

Sketch Form
, w

rite w
hat each aid is and

w
here the artist can find it

N
O

 C
ontinue.

17:
T

ype or print each division of copy in the 'appropriate
6" x 4" rectangle of the SketC

h Form
s

26
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 C
O

L
O

R
121.40.

A
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P
IC

T
O

R
IA

L O
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 N
O

N
P

IC
T

O
R

IA
L A

R
T

W
O

R
K

W
IT

H
 C

O
P

Y
 O

R
 LA

B
E

LS
.

18.
H

ave you designed a slide for every one of your
.

points and/or divisions of copy?

Y
E

SG
o to Page 49.

N
O

R
eturn to'Page 4, Step 3 and repeat the
design

procedure
for each ,rem

aining
point.

41i

4
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(X



f

A
R

T
W

O
R

K
 N

O
 C

O
P

Y

1.
R

ead over the descyptive paragraph to get a m
ental

picture of the .artw
ork. O

n a piece of.scratch'paper,
m

ake a rough sketch in
pencil of the artw

ork,
show

ingonly the.essential lines and details.

2.
Y

o(i'll need the follow
ing things

to do the -rough
sketC

h it at you w
ill subm

it to the artist:

i. the rough artw
ork

copies of the Sketch Forth
a pencil
colored pencils
a typew

riter

3.
W

ill the slide ,tied a title?

Y
E

S--C
ontinue.

N
O

--G
o to Step 5.

28
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4.
C

om
pose the title and type

f near the top of the
6" x 4" rectangle on the Sketc I Form

:

IF the title lias m
ore than four w

ords, use both
upper-T

. and low
ercase letters

IF it has four or few
er w

ords, you m
ay use

uppeicase only.

5.
R

edraw
the rough artw

ork neatly in the rectangle of
the Sketch, Form

. If your !list illustration is neat
enough, cut it out and tape it in the rectangle. Shade
areas of critical color lightly w

ith appropriate colored
pencils. [N

O
T

E
: a critical color is a color that m

ust
appear a certain w

ay on a slide in order for the slide
to illustrate the point.)

4

6.
A

re there any areas of critical calor (shaded) on your
sketch?Y

E
SIn the space labeled

C
olor" on

the Sketch Form
, -w

rite a description oil
each shaded area; leave a sp 'jce after each
description

N
O

C
ontinue.

4

6
*
"

E
E
G
 
o
f
 
P
a
t
i
e
n
t
 
E
x
p
e
r
i
e
n
c
i
n
g

G
r
a
n
d
 
M
a
l
 
S
e
i
z
u
r
eN

I

I

M
t,

T
Y
P
E
:

C
O
P
I
E
S
:
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7.
Should the artiglerepare the artw

ork exactly
as you

have indicated?

Y
E

SW
rite

"Prepare
artw

ork
exactly

as
" in the space labeled "G

eneral"
on the

etch Form
; then 6 to Step 9.

N
O

C
on 'nue. G

I the artist
an idea of how

you intend
to use the slide and, if

possible, the predom
inant audience level

(age group, sex, education)

8.
W

ill the artist need visual aids?

Y
E

SPrepare tf.e aids'as follow
s:

(a) la* objects: label w
ith your nam

e.
(b) Photographs:. num

ber.
(c) Sm

all aids: put into a large envelope
on'w

hich you've w
ritten your nam

e.

In
the

space labeled "A
ids" on the

'Sketch Form
, w

rite w
hat each aid is and

w
here the, artist can findit

N
ow

 go.46-Step 9.

N
O

C
ontinue.

I.

7
C

ep
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9.
H

ave you designed.a slide
for every one of

your
-

Points?

,.

4

Y
E

S G
o' to Page 49.

.
N

O
- -R

eturn to Pag04,
Step 3 and repeat the

design
procedure

for each rem
aining

point.
-

-

v

1

s

,

,
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G
R

A
P

K
W

IT
H

 O
R

 W
IT

tiO
U

t C
O

P
Y

1.
R

ead .over the. descriptive paragraph to review
, your

objective and the item
s that m

ust be included in the
slides.

O
n a piece of scratch paper m

ake a list of the,things
that should show

 clearly in tlkphotograph

a

0

t.

ID
-

a

,a4r.497(4kz
664:47../

40..eA
x;o4e,e

0,449-_;

/
9

L
ook through m

agazines, booklets,.photograph colt
lections, etc., for a photograph w

hich m
eets the

requirem
ents on your list. T

he photograph should
also be of good quality; that is, it should be clear and
in sharp focus, the dark areasbeing sharply defined,
etc. R

em
em

ber your 'finished slide w
ill be no better

than your original photograph.
'

FO
U

N
D

-. ten t inue,

N
O

T
 FO

U
N

D
Select another w

ay to
pT

ent the
point and return toStep 4,

a

.

ym
e

.
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3.
Is the photograph such a

closeup view
 that the

audience w
ill have difficulty

recognizing the subject?

Y
E

S.C
ontinue.

N
O

G
o to Step 5.

*to

4.
'L

ook for an appropriate longshot view
 to introduce-

the subject to the audience.

FO
U

N
D

Y
ou w

ill( m
ake a

separate slide for
each'photograph

N
O

T
T

O
U

N
D

-4R
eturn to Page 4, Step 3 and select

another w
ay to present the point

perhaps artw
o

0

33
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5.
G

et perm
ission to 'reproduce the

photographs on
slides and request a print.

.
H

ere are som
e guidelines:

Photographs from
Publications

Photographs from
C

ollections

L
ook for a by -tine giving

W
rite-or ask the ow

ner for
credit for the photograph:

perm
ission.

If there is a by-line' w
rite

for perm
ission to both the

publisher and the photo-
grapher;

also ,request
a

print.

If there is no by-line, w
rite

for perm
ission to the pub -'

lisher; also request a print.

[N
O

T
E

: if you m
ust w

ait for a' reply, you could start the
design-procedure on Page 4, Step 3 for- any other points.]

W
hen perniission is received, proceed w

ith Step 7. '
O

f course, if perm
ission, is denied, you'll have to

select another w
ay of presenting the point

perhaps
artw

ork; return to Page 4, Step 3.

34
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P
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1.
W

ill the slide have copy &
her than a title?

Y
E

SC
ontinue.

N
O

G
o to'Page 46, Step 29.

8.
W

rite out the copy on scratch paper;,don't include a
title at this point.

R
evicras follow

s:

M
drk out any inform

ation not essential to the
point.

M
ake the w

ording as sim
ple and concise as you

-can. (R
em

em
ber, the slide is an aid; you w

ill be
verbally explaining it)

10.
W

iL
liotIle copy be labels?

Y
E

SG
o to Page 40, Step 19.

N
O

- C
ontinue.

w
R

35
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11.
A

re there any technical term
s w

hich, a large num
ber

of persons in the audience could not define?

Y
E

SC
hange the technical term

s to lay term
s

N
O

C
ontinue.

V

12.
A

re there any lay term
s w

hich w
ould insult a large

num
ber of persons in the audience?

Y
E

SC
hange the

lay term
s to appropriate

technical term
s

N
O

 C
ontinue.

13. ',C
O

R
R

E
C

T
 any m

athem
atical or gram

inatical errors
now

.

36

E
X

A
M

PL
E

:
A

udienceJconsists of the general public.

E
X

A
M

PL
E

: A
udience consists of m

edical doctors.
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14.
R

ew
rite the

copy, if necessary. allow
ing a m

axim
um

of six w
ords per line.

W
ill the photograph take

up half or m
ore of the slide?

.
Y

E
S2C

ontintie.

N
O

G
o to Page 39, Step 17,

15. pow
 m

any lines are there?

T
H

R
E

E
.

or few
erG

o to Page 42, Step 22.

M
O

R
E

than threeT
oo m

any on
one slide.

C
ontinue.

16.
Is there an appropriate place to divide the

copy so
that each part has three or few

er lines?

Y
E

S M
ark the division (each

division w
ill be

develoPed as a separate slide)
T

hen go to Page 42, Step 22.

N
O

T
ry revising the copy to three

or few
er

lines. If yop succeed, go to Step 22; if
not, return to Page 4, Step 3 and select
another W

ay to present the point.

aone
slide

one
slide
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17.
H

ow
 m

ap), lines are there.?

FO
U

R
or few

erG
o to Step 22.

M
O

R
E

than fourT
oo m

any on one slide.
C

ontinue.

18.
Is there am

 appropriate- place to divide the
copy so

that each part has four or few
er lines?

Y
E

S.M
ark the division (each division w

ill be
developed;as a separate slide).

'5.

G
o now

 to Page 42, Step 22.

N
O

T
ry revising the

copy to seven or few
er

lines, If you succeed, 'continue; if not,
return

to Page 4, Step,3 and select
another w

ay to present the point.
,,

N
O

T
E

: T
he am

ount of detail in the
photograph .is the

.
deciding factor for the m

axim
um

 am
ount of copy. W

hedin
doubt, use L

E
SS copy.

4

0

39
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19.
For a photograph w

ith labels,
you m

ust m
ake a-tissue

overlay:

A
.

In the w
hite m

argin of the photograph,
put

G
U

ID
E

 m
arks ( +

) in each corner'(these m
arks

are som
etim

es called: tic m
arks or registration

pointS)

B
.

C
ut a

piece
of tissue- to

the
size' of the '

photograph; place the tissue over the face of -
'the photograph and fasten w

ith
tape

C
.

W
ith the overlay in place, carefully trace

over
the guide m

arks in each corner

[T
he corner guide M

arksenable the. tissue over-
lay, if it is rem

oved, to be replaced in its original
position.]

"N
..

`4811)44k
0

.. .

-.1
.1
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 C
O

P
Y

0

'

C
A

U
T

IO
N

:' W
hen w

riting on the overlay, any preisure from
the pencil w

ill m
ark the photograph and w

ill produce dislor7
tions in the finished slide. W

riting on the reverse side of the
photograph m

ay also m
ark the photograph.

20.
W

ith the overlay still in place, using a
soft lead pencil

and a V
E

R
Y

 L
IG

H
T

 T
O

U
C

H
,, draw

 the arrow
s or

.
lines to the exact area oil the photograph; w

rite in the
copy.

21.
W

ith the overlay in place, check the.placerhent of the
copy. D

oes the copy obscure necessary elem
ents in

the photograph?

Y
E

SC
hange the location of the copy; m

ake a
-new

 tissue overlay if necessary.

N
O

 C
ontinue.

.
.

'

4,

,

.4411b-
W

I
.404,1 Ito*

Probose s
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22.
Y

ou
need the follow

ing things to do the
rough

sketch that youw
ill subm

it to the artist:

the photograph(s) and
any prepared,copy or

photographs w
ith tissue overlay in place

copies of the Sketch Form
4.41'

a pencil
a typew

riter

42'

41

4-
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23.
W

ill the slide'need a title?

Y
E

SC
ontinue.

N
O

G
o to Step 25.

,
24.

,A
fter you hive com

posed the
title, type it near the

tap of the 6" x 4" rectangle on each Sketch Form
.

IF the title has m
ore than four

w
ords, use both

upper and low
ercase letters

A
p
p
e
a
r
a
n
c
e
 
o
f
 
P
o
l
i
o
a
y
o
l
i
t
t

V
i
r
u
4
s
,
 
M
a
g
n
i
f
i
e
d
 
2
0
0
,
0
0
0
 
T
O

"IF it has four or few
er

w
ords, you m

ay use
uppercase only.

43
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25.
W

hat part of the
side

should the photograph occupy?
D

raw
 a straigi

line A
o m

ark off the area in the
rectangle of ea6h Sketch Form

.

N
um

ber the photograph on the back
avoid

using any pencil .pressure. W
rite "U

se photo-
graph num

ber
" inside the outline

T
hen attach the photograph to a Sketch Form

.

R
em

em
ber, if yop are using a longshot photograph to

introtice
the subject, keep

the photographs in
sequence.

26.
T

ype the appropriate copy, double-spaced, in the
rectangles of separate SketclForm

s
j

If you are
using labels

type .the copy in
the

approxim
ate places.

.1

6
"

A
p
p
e
a
r
a
n
c
e
 
o
f
 
P
o
l
i
o
m
y
e
l
i
t
l
i
c
 
V
t
r
u
s
e
s

M
a
g
n
i
f
i
e
d
 
2
0
0
,
0
0
0
 
T
i
m
e
s

A
A

.

l
Y
P
E
r

s
o
.
1

C
O
P
I
E
S
:

A
p
p
e
a
r
a
n
c
e
 
r
a
t
 
P
o
l
i
o
m
y
e
l
i
t
i
s
 
V
i
r
u
s
e
s
'

M
a
g
n
i
f
i
e
d
 
2
0
0
4
1
0
0
 
T
i
m
e
s

V
i
r
u
s
e
s
 
l
o
o
k
 
l
i
k
e
 
e
l
m
 
s
p
h
e
r
e
s
 
i
n
 
t
h
e
 
e
l
e
c
t
r
o
n

m
i
c
r
o
s
c
o
p
e
,

A
)

T
Y
P
F

%
O
.
^

C
O
P
I
P
S



P
H

O
T

O
G

R
A

P
H

 W
IT

H
 O

R
 W

IT
H

O
U

V
C

O
P

Y

:27.
IM

PO
R

T
A

N
T

: If the copy is divided, there should be
tw

o forins indicating the cloieur,
type the copy

division, double-spaced, separately in the 6" x 4"
rectangles of these Sketch Form

s

2$.
H

ave you designed a s ide for,:evbry-one of
your

points and/or divisions of copy?

t
i

Y
E

S G
o to Page 49.

N
O

R
eturn to Pages 4, Step:3 and repeat the
design

procedure
for ,each rem

aining
point.

L

Ia

01.

A
e
d
e
s
 
a
e
g
y
n
t
l
 
M
o
s
q
u
i
t
o

I
n
 
A
d
u
l
t
 
S
t
a
g
e

T
r
a
n
s
m
i
t
s
 
D
e
n
g
u
e
 
a
n
d
 
Y
e
l
l
o
w
 
r
o
v
e
r
.

N
e4.1,2492, 7Picirdy,,442,042:6 102,

T
Y
P
E
.
:

A
e
d
e
s
 
a
e
g
y
p
t
i
 
M
o
s
q
u
i
t
o

I
n
 
A
d
u
l
t
 
S
t
a
g
e

N
o
t
e
 
6
1
4
/
w
h
i
t
e
 
l
i
n
e
s
 
o
n
 
t
h
e
 
t
h
o
r
a
x
 
a
n
d
 
t
h
e

w
h
i
t
o
 
r
i
n
g
s
 
o
n
 
t
h
e
 
t
a
r
s
i
 
o
f
 
t
h
e
 
l
e
g
s
.

T
Y
P
E
:

N
O
.
t

C
O
P
I
E
S
:

ebatoe..5,46, y0.14-aX
-4.70.47gc..Z

I
O
N
S

45



PH
O

T
O

G
R

A
PH

 W
IT

H
 O

R
 W

IT
H

O
U

T
C

O
PY

.
-29.

Y
ou'll need the follow

ing item
s to do the rough

sketch that you w
ill subm

it to the artist:

the photograph(s)
copies of the Sketch Form
a pencil
a typew

riter

30.
W

ill the slide need a title?

Y
E

SC
ontinue.

N
O

G
o' to Step 32.

>

_I
3.1.

C
om

pose the title and type it near the top of the
6" x 4" rectangle on each Sketch

Form
.

IF the title has
m

ore than four w
ords use.both

upper and low
ercase letters

IF it has four or few
er w

ords,
you .m

ay use
uppercase only.

11.

46

4

4

W
rit

M
u,

D
R

IE
S:

17ST
V

.12....L
C

?

C
Z

1717A
1.7

a
t

i
n
 
V
I
m
e
g
n
t
r
a
l
 
G
r
o
u
p
.

T
Y
P
E
:

N
9
.
;
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32.
N

um
ber each photograph that

you have on the back
in the m

argin area. 'W
rite "U

se photograph
num

-
.

ber
"

in the 6" x
rectangle of the S

ketch
-

F
orm

; then attach the photograph to the
F
o
r
m

t

e
r

I

6
"

R
a
t
s
 
i
n
 
t
h
e
 
C
o
n
t
r
o
l
 
C
r
O
u
p

T
Y
P
E
:

N
O
.
:

.
.

33.
H

ave you designed a slide for
every one of your

points?Y
E

S
G

o
to:P

age 49.

N
O

R
eturn to P

age 4, S
tep 3 and'repeat the

design
procedure

for each rem
aining

point:

S
o-

47
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T
IT

LE
 S

K
E

T
C

H
E

S
'm

op

I.
D

o you w
ant to,use any T

itle slides
to introduce your

presentation
or

to
introduce subgroups in your.

presentation?

2.

Y
E

S C
ontinue.

N
O

G
o to Page 50.

T
ake a copy of the Sketch Form

 for each T
itle

slide
you w

ant to m
ake. U

nder the w
ord "C

opies" in the
upper rat corner, w

rite "T
itle O

nly"

I IST
Ie C

T
IM

S

L
114 PA

L

L
P{tIC

A
L

 (14..

a
i

77.3.1c 04>
y

T
ype

each title,
on separate Sketch Form

s in the
6"x 4" rectangles.

IF die title has
m

ore than four
w

ords, use both
upper and low

ercase letters.
.

IF the title has four or few
er w

ords,
you m

ay
use uppercase only

4.
G

o to Page 5,0.

p

PR
E

V
E

N
T

IV
E

T
E

E
M

 IQ
U

E
S

I
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O
R

G
A

N
IZ

IN
G

.M
A

T
E

R
IA

LS

1.
E

xam
ine all of your Sketch Form

s for
errors. If

possible, m
ake the exam

ination the clay after
com

-
pletingthe sketches. Y

ou w
ill be m

ore likely to catch
errors or om

issions that you had previously over-
looked.

A
rrange your**rough Sketch Form

s in the order in
w

hich they w
ill be presented. (T

fte skelches could be
spread out on a table or tacked'to a board).

N
ext, reheaise ,the presentation, correlating

your
narrative

w
ith the sketches; m

ake any sequence
changes needed.

3.
In the upper right corner on each Sketch Form

 fill in
the follow

ing inform
ation:

(a) H
ow

 the slide is to be finished

(b) T
he num

beis in sequence of all your
Sketch Form

s, including those for
slides

(c), T
he num

ber of copies you M
IL

 need

4.
D

uplicate the Sketch 'Form
s, using any duplicating

'-

process m
achine. If none is available, copy the Sketch

Form
s and file the copies.

.
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O
R

G
A

N
IZ

IN
G

M
A

T
E

R
IA

LS
5.

F
ill out a

requisition for
services. M

ost
art depart-

m
ents use a standard

form
, w

hich
includes a copy

for'
your files. If

your art service does
not have a form

,
you w

ill have
to ask the num

ber
of copies of

.the
requisition required;alw

ays m
ake

-an 'additionalcopy
for.your files.,

Y
our requisition

should include
the follow

ing
infor-

m
ation:(a) W

ho is
'requesting the

services; this is
usually your

nam
e or the unit,

activity,
etc., for w

hom
you w

ork

(b) Y
our address

and phone num
ber

R
e
q
U
i
s
i
t
i
o
n

f
o
r
 
A
r
t
S
e
r
v
i
c
e
s

D
a
t
e
:

2
/
1
5
/
7
0

R
equested' by:

R
obert S

m
ith,

M
.D

.
B

ldg.' I, R
oom

216, T
el.

E
xt. 103

1
(c).T

he
present

date and
the

date
the

finished w
ork

is
required; usually

ait
..services ask'for

10.1'5 w
orking

days, but a
large num

ber orcom
plex m

aterials
m

ay
require m

ore

6.
Y

our requisition
should order the

follow
ing services:

D
a
t
e
 
R
e
q
u
i
r
e
d
:

3
/
1
0
/
7
0

(a) T
hat the

necessary, copy and
artw

ork be
prepared from

 each
S

ketch F
om

i
1. P

repare
slides from

S
ketch F

orm
s

1-6.
(b) T

hat the
pieces of

copy and artw
ork'be

.ubm
itted to

you w
hen. they

are teadyfor
checking and

approval before
the -finished

slides are m
ade

.
P
l
e
a
s
e
 
s
e
n
d
d
r
a
w
i
n
g
s
 
a
n
d

c
o
p
y
 
t
o
'
b
e

preview
ed by

m
e before

finalizing.
7.

F
ile one

copy of the requisition.

C
O

N
T

IN
U

E
D

 O
N

P
A

G
E

 53.
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IN
F

O
R

M
IN

G
 A

R
T

IS
T

R
E

A
D

 S
T

E
P

S
 8.11

O
N

 T
H

IS
 P

A
G

E
 C

A
R

E
F

U
LLY

B
E

F
O

R
E

 M
E

E
T

IN
G

 W
IT

H
 T

H
E

 A
R

T
IS

T

8.
Set up a m

eeting w
ith the artist. W

hen it is
tim

e for
the m

eeting, take the follow
ing item

s w
ith

you:

. all Sketch Form
s

any photographs to be used on slides
any visual aids for the artist
the requisition and the required nuniber of
copies

9.
A

t the artist's studio...

A
re there any sketches w

ith critical color indicated?

Y
E

SC
ontinue.

.
N

O
G

o to Step 11.

10.
A

sk to see the artist's color charts. Select the best
color for each critical area and w

rite the num
ber

or
identifying label for that color on the Sketch Form
beside the description of the critical color area

11.
-, T

urn in
all

m
aterials to the artist; answ

er
any

questions.

4

4

LC
;



C
O

R
R

E
C

T
IN

G
 C

O
P

Y
 A

N
D

 A
R

T
W

O
R

K

12.
W

hen you have been notified 'that the
copy and

'artw
ork a`re ready for checking

.- .

T
ake your duplicate copies -of the Sketch

Form
s to the artist's studio. C

heck the
copy

and artw
ork against

the Sketch Fornis for
=

 errors; also check ,the eiitical colors.

IF there are any, errorsC
ontinue.

IF there are no errors G
oto Step 14.

13.
W

rite the corrections for each slide on separate sheets
of paper; also w

rite that you w
ant to see the revised

-
artw

ork and copy

A
ttach each paper to the appropriate piece; then

return the. artw
ork and copy to the artist.

R
epeat Steps 12 and 13 U

ntil the artw
ork and copy

have:been produced correctly. T
hen continue.

O
i/6

C
.otA

cce
*A

G
 ea-xceto-rx.,

.4efaatA
(2/L

e&

tz3A
-ci3.e.ca-xc^-1

,teda,/t7.,eic)4Z
.

e4y4(
A

-e4F146i-er<
:
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C
H

E
C

K
IN

G
 F

IN
IS

H
E

D
S

LID
E

S

14.
W

hen you receive the finished
slides, check each

one
for errors and legibility.

,

T
est

the
legibR

ity
of each slrde by

projecting
it O

R
 hold each slide

one foot from
-your eyes)and

try to read it.

A
L

L
 slides satisfactoryC

ontinue.

O
N

E
 or m

ore slides not satisfactori
T

ype a requisition in duplicate
(one copy

for your files) on w
hich

you indicate the
revisions .tb be m

ade
T

hen take the requisition
and the unsati

isfactory slide back to the artist.
W

heit
the new

 slides are ready,
repeat Step 14.

15.
D

oes your agency keep
a file of the artw

ork used to
m

ake slides?

.
Y

E
SH

ave the artist
\turn artw

ork over to the
,perton in charge of the files.

N
O

File the' artw
ork and rough

sketches in
your ow

n files..

16.
C

om
plete any further preparations

for your'presenta-
,tion.

p

D
a
t
e
:

3
/
1
/
7
0
,

D
i
x
t
e
 
R
e
q
u
i
r
e
d
:

3
/
1
0
/
7
0
,

R
e
g
u
e
s
t
e
d
 
b
y
:

R
o
b
'
t
 
S
m
i
t
h
,
 
M
.
D
.

B
l
d
g
.
 
I
,
 
R
m
.
 
2
1
6

T
e
l
.
 
,
E
x
t
.
:

1
0
3

1
.
 
L
a
t
e
r
a
l
 
v
i
e
w
 
o
f

l
u
n
g
 
n
e
e
d
s
 
m
o
r
e

d
e
t
a
i
l
 
i
n

t
h
e
 
u
p
p
e
r
 
l
o
b
e
,
'
a
p
i
c
a
l
 
a
r
e
a
.
 
S
e
e
a
t
t
a
c
h
e
d

p
h
o
t
o
g
r
a
p
h
.

'
2
.
 
P
l
e
a
s
e
 
s
e
n
d
r
e
v
i
s
i
o
n
 
f
o
r
 
c
h
e
c
k
i
n
g

a
n
d

a
p
p
r
o
v
a
l
.
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R
E

S
U

LT
S

O
F

-F
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LD
 D

E
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O
N

S
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R
A

T
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N

T
he field dem

onstration of
D

esigning G
ood Slides

w
as:held at the C

ollege of
H

ealth,'E
ast T

ennessee S
tate

U
niversity, Johnson C

ity, T
ennessee..

T
en student sanitarians took

the pretest in.a supervised
group. E

ach student w
as given

a presentation
O

utline and several
pages w

ith brief descriptions of infor'm
atiO

n.to
be displayed'on each' slide,

along w
ith

several' photographs and pieces of
artw

ork to be used 'if so desired.
H

e w
as then instructed

to design slides
to illustrate the outline. A

ll studentS
, seniors

in the D
epartm

ent of
E

nvironm
ental H

ealth, com
pleted

the
slides w

ith the follow
ing results:

R
inge =

 32%
62%

M
edian =

 58%

O
n the follow

ing day, the
sam

e students w
ere given M

aterials sim
ilar

to those used in the pretestas w
ell as

the
bookket,,D

esigning G
ood Slides

and an am
ple supply of the sketch

form
s called for in the

G
uide,

U
sing

the
G

uitjelor
detailed instructions on how

to design all types of 35
m

m
 slides, the students achieved the

follow
ing results:

R
ange =

 69%
90%

M
edian =

 85%

N
oticeable im

provem
ent w

as
show

n in several areas w
hen the

G
uide

w
as used. A

lthough not instructed
to

do ''so, four students created title
slides fol use w

ith their presentations.
A

ll students tended
to im

prove
both their selection of

type of slides appropriate to subject
m

atter as w
ell as 'their use of

essential
inform

ation only, thus cutting
dow

n.on w
ordiness: M

ore im
portantly, the

students tended to m
ake

m
ore

varied use of photographs
and artw

ork w
hen follow

ing
the

G
uide:

all of the students gave
m

ore `explicit
instructions for the artist w

ho w
ould

actually produce the,slidd in its
final form

.


